August 25, 2000

Chapter 3

Examples of DoD Customized Request for Personnel Actions

Introduction This chapter displays examples of the DoD customized Requests for
Personnel Actions (RPAS); e.g., Nonappropriated Fund (NAF), Local
Nationals (LNs), and descriptions of their unique data fields.

Chapter Contents

Topic Page
Nonappropriated Fund Request for Personnel Action -- 1
Example
National Guard Bureau Request for Personnel Action -- 8
Example
Local National Request for Personnel Action -- Example U/D

Nonappropriated The NAF RPA isdistinctive to a NAF employee. The NAF RPA contains
Fund (NAF) unique data fields on pages 2 and 3 that differ from the data fields of
Request for Appropriated actions. In some instances, only the Block Number changes
Personnel Action  \yhjle the Block Title changesin others.

Continued on next page
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Examples of DoD Customized Request for Personnel
Actions, Continued

Nonappr Opr |ataj S0 Privacy Act of 1974
Fund (NAF)
RPA, page 1

2/miE] ClFE sleli] Gl

EX Arquest bor Perzcnnel Action [NAF Appairtment, Routing Group:CPMS ROSSLTH] [_i=] =]

ﬂ al Change Fumilyi Rafrash J — ﬂ Page 1 of 4

— FART A - Bequesting Office

1 Actians Fequesied 2 Fieguest Humhbsr

3 ForAdditional Inforrredion Call (Full Mame) ITEI|EIE|'II:II'IB Mumber 4 Frop. Ef. Dsle A'EE_#F
| E Action Bequested By (Full Mame] Tille I Reduesi Dele

B Adtion Authorized By (Full Mame) ITHIEI Concurtence Dede

— PART B - For Prepoaration of SF 50

’J_L.Eﬂm'la First Mame

2 Bonial Secunty Number 3 Diate ol Bith 4 Effective Dale
— FIRST ACTION SECOND ACTION

E-4Code 5B Nature of Action B4 Cade BB Reture af Action

EHICode 5D Legal Authod £ ol Author

EECade 5-F LEiEIJ Mhurli

E-F Leqgal Authon

|

History | Extra Infornmation | Ferson | FPosition J Others... I
RPA Region Block/Data Field Description/Action
Part A — Requesting | Same datafields as Same type of
Office Appropriated RPA information asused in
Appropriated RPA.
Part B — For Same data fields as Same type of
Preparations of SF50 | Appropriated RPA information asused in
Appropriated RPA.

Continued on next page
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Examples of DoD Customized Request for Personnel
Actions, Continued

Nonappropriated
Fund (NAF)
RPA, page 2

EX Request for Personnel Action [NAF Appointment, Routing Group:CIYDODHR)

S5M

| Emploves
=

— FROM INFORMATION

7 Position Title Murmber Seq Mo

g Pay Flan 9 0cc Code 10 Grade or Lewvel

11 SteporRate 12 Employment Category

12aBasicPay 128 Standard NAFI Number

13 Fay Basis

14 Name and Location of Fosition's Organization

Mature of Action

= Prevl Page 2 of 4
— TO INFORMATION

15 Position Title MNurmber Seq Mo

16 Pay Flan 17 Dcc Code 18 Grade or Lewvel

19 Step orRate 20 Employment Category
20ABasicPay  20B Standard NAFI Number

21 Fay Basis

e

22 Name and Location of Fosition's Organization

History Extra Information Person Position Others...
Count: *0 <List>
RPA Region Block/Data Field Description/Action

From I nformation 12 - Employment Automatically
Category populates from
12B — Standard NAFI | Position.
Number

To Information 20 Employment Automatically

Category populates from
20B — Standard NAFI | Position.
Number

Continued on next page
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Examples of DoD Customized Request for Personnel
Actions, Continued

Nonappropriated
Fund (NAF)
RPA, page 3

s A equest for Personnel Action [NAF Appointment, Routing Group:CIYDODHR])

v | Employes
2

SENM Mature of Action

< Prev| Page 3 of 4

— EMPLOYEE DATA

23 Yeterans Preference 24 Family Member Emplayment Praf

25 Assigned Shift

M [

26 AF Group Health Insurance 27 Annuitant Indicator

[

28 Pay Rate Determinant

[ [ ]

29 Retirement Code 30SCDLeave 31 SCD LOS

[

32 5CD BBA

33 AF Group Life Insurance

34 Military Status 35 Dependent Status

[ [

[

36 Guaranteed Wk Hrs

-

37 Otr Hrs

-

— POSITION DATA

38 FLSA Catagory 38 Bargaining Unit Status

40 Duty Station Code

41 Duty Station (City - County - State or Owerseas Location)

42 Educational Lewel

[

43 Citizenship

[

44 Supervisory Status

History Extra Information | Person |

Zount: 0 <List>

Puosition |

Others...

RPA Region Block/Data Field

Description/Action

Employee Data 24 - Family Member

Required input when

Employment Pref using spouse
preference.
25 - Assigned Shift Use LOV.

26 - AF Group Health
Insurance

AF Only - Initializeson
accessions. Auto
populatesin follow-on

actions.

Continued on next page
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Examples of DoD Customized Request for Personnel
Actions, Continued

Nonappropriated Fund (NAF) RPA, page 3 (continued)

RPA Region

Block/Data Field

Description/Action

Employee Data ( cont)

27 — Annuitant
Indicator

Automatically
populates from
Position.

28 - Pay Rate
Determinant

29 - Retirement Code

AF —Initializeson
accession.

Army - Input is
required.

30— SCD Leave

AF — Regular employee
initializes as

effective date of
appointment actions,
auto populates for
follow-on actions.
Initialize as spaces for
flex appointments and
follow-on actions.

Army — Typein the
service computation
date or usethe LOV for
new appointments.
Field will auto
populates for current
employees.

30— SCD Leave

Typein date for length
of service.

31-SCD LOS

32 - SCD BBA

Army - Same as SCD
Leave for AF.

33 - AF Group Life
Insurance

AF Only - Sameas
Item 26.

Continued on next page
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Examples of DoD Customized Request for Personnel

Actions, Continued

Nonappropriated Fund (NAF) RPA, page 3 (continued)

RPA Region Block/Data Field Description/Action
34 - Military Status Requires input.
35 - Dependent Status
36 - Guaranteed Wk
Hrs
37 - Qtr Hrs
Position Data 38 - FLSA Category Automatically
populates from
Position.
39 - Bargaining Unit
Status
40 - Duty Station Code
41 - Duty Station (City | Automatically
-County- State or populates from
Overseas L ocation) Position.

42 - Educational Levd

Usethe LOV or typein
the levd, if known;
e.g., 04, 06, 10, etc.
For actions other than
Appointment, the
employee'srecord auto
populates this data
field.

43 - Citizenship

Required input.

44 - Supervisory Status

Auto populates from
position.

Continued on next page
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Examples of DoD Customized Request for Personnel
Actions, Continued

Nonappropriated
Fund (NAF) 3 : = 2 1 TR o
. 5 M=l

RPA, page 4
== ] Hehure of Action 'E ; iFn-ga-'l th

— PART D - Ramarks by Requesting Ofice
(Mods 1o Supsreizars: Doyon know af addional ar conflicing reazons 1o the emplowves's resigrationtetivement )

0 Yaeg T N
— FPART E - Employes Resignaton/Retliremant
Hessons for Resignatio iremiark
_;I
==

Farserding Addrezs Chy
Zip Coda O _
I T

[ Pﬁnﬁ;—dlg_ F"B"[}lgg;i.prggnslz ik Fenuirad
~ |

i

&

= r

Histony Extra Information Parzaon Position Dihers...
RPA Region Block/Data Field Description/Action
Part D, E, and F Same data fields as Same type of
Appropriated RPA information asused in
Appropriated RPA.

Continued on next page
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Examples of DoD Customized Request for Personnel
Actions, Continued

National Guard The National Guard and Reserve Request for Personnel Actionsis a one-page

Request for document. It uses a combination of Taskflow Buttonsand List of Valuesto
Per sonnel complete the desired action. Additional information will be covered in the
Actions National Guard Module of this User Guide.
National Guard | I S - -]
Bureau'Request Active Guard and Reserve Personnel Actions
for National
Guard and Action Information
Reserve Actions Requestad AI:ﬁon| Effective Date Ii
Employee Information
Last Mare First Name Middle Marme
I I
Social Security Number
_I':'_t_) s |t i_<_> _n_I_r_1 f_ o_r;n_ati oh
From Position Mame |
To Position Name I
Extra Information I
Update HR |
National Guard
(NG) Unique Data
Fields
Region Data Field Description/Action
Action I nfor mation Requested Action Usethe LOV.
Effective Date Typein date or use
Calendar.

Continued on next page
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Examples of DoD Customized Request for Personnel

Actions, Continued

National Guard (NG) Unique Data Fields (continued)

Region

Employee Information | Last Name

Data Field Description/Action
Usethe LOV.
First Name Auto populates.
Middle Name Auto populates.

Social Security Number | Auto populates.

Position I nfor mation

From Position Name UsetheLOV.

To Position Name

Usethe LOV.

National Guard
(NG) Taskflow
Buttons

T askflow Buttons

Description/Action

Button

Extra I nformation T askflow

Displays nine data fields to select
DDFsfor completion as needed.

Update HR Taskflow Button

Click to Update HR.
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